Appointment

From: Fritz, Matthew [Fritz.Matthew@epa.gov]
Sent: 3/24/2016 4:00:06 PM
To: Fritz, Matthew [Fritz.Matthew@epa.gov]; Distefano, Nichole [DiStefano.Nichole@epa.gov]; Asher, Jonathan

[Asher.Jonathan@epa.gov]; Spalding, Curt [Spalding.Curt@epa.gov]; Godbout, Greg [Godbout.Greg@epa.gov];
Yuhas, Darlene §. [YUHAS.DARLENE@EPA.GOV]; McCabe, Janet [McCabe.Janet@epa.gov]; Gilinsky, Ellen
[Gilinsky.Ellen@epa.gov]; Fiscus, Taylor [Fiscus.Taylor@epa.gov]; Fried, Becky [Fried.Becky@epa.gov]; Ryan, Daniel
[Ryan.Daniel@epa.gov]; Mathew, Jacklyn [Mathew.Jacklyn@epa.gov]; Purchia, Liz [Purchia.Liz@epa.gov]; Natarajan,
Nitin [Natarajan.Nitin@epa.govl]; Reynolds, Thomas [Reynolds. Thomas@epa.gov];
Amanda_M_Aguirre@who.eop.gov; Herckis, Arian [Herckis.Arian@epa.gov]; Rackoff, Jonathan
[Rackoff.Jonathan@epa.gov]; Pieh, Luseni [Pieh.Luseni@epa.gov]; Christine_J Harada@ceq.eop.gov; Plevin, Lisa
[Plevin.Lisa@epa.gov]; Michaels, Andrew [Michaels.Andrew@epa.gov]; Chase, JoAnn [Chase.JoAnn@epa.gov];
Bartsch, Charlie [Bartsch.Charlie@epa.gov]; Mclerran, Dennis [mclerran.dennis@epa.gov]; Wachter, Eric
[Wachter.Eric@epa.gov]; Robison, Ryan [Robison.Ryan@epa.gov]; Garbow, Avi [Garbow.Avi@epa.gov]; Morales,
Esther [Morales.Esther@epa.gov]; Giles-AA, Cynthia [Giles-AA.Cynthia@epa.gov]; Lee, Monica
[Lee.Monica@epa.gov]; Mitchell, Stacey [Mitchell.Stacey@epa.gov]; Monger, Jon [Monger.Jon@epa.gov]; Vaught,
Laura [Vaught.Laura@epa.gov]; Hague, Mark [Hague.Mark@epa.gov]; Davis, Cameron [Davis.Cameron@epa.gov};
McTeerToney, Heather [McTeerToney.Heather@epa.gov]; Wilson, Shari [Wilson.Shari@epa.gov]; Davis, lay
[Davis.Jay@epa.gov]; Marks, Teresa [Marks.Teresa@epa.gov]; Allen, Laura [Allen.Laura@epa.gov]; Akinnusotu,
Bunmi [Akinnusotu.Bunmi@epa.gov]; Card, Joan [Card.Joan@epa.gov]; Ragland, Micah [Ragland.Micah@epa.gov];
Brooks, Karl [brooks.karl@epa.gov]; Curry, Ron [Curry.Ron@epa.gov]; Harada, Christine
[Harada.Christine@epa.gov]; Dunbar, Bill [dunbar.bill@epa.gov]; Dale, Sarah [Dale.Sarah@epa.gov]; Rupp, Mark
[Rupp.Mark@epa.gov]; Vargas, Melissa [vargas.melissa@epa.gov]; Rumley, MaKara [Rumley.MaKara@epa.gov];
Bluhm, Kate [Bluhm.Kate@epa.gov]; Stanislaus, Mathy [Stanislaus.Mathy@epa.gov]; Garvin, Shawn
[garvin.shawn@epa.gov]; Azoolin, Liel [Azoolin.Liel@epa.gov]; Beauvais, Joel [Beauvais.foel@epa.gov]; Meiburg,
Stan [Meiburg.Stan@epa.gov]; Harrison, Melissa [Harrison.Melissa@epa.gov]; Carleton, Ron
[Carleton.Ron@epa.gov]; Jones, Jim [JonesJim@epa.gov]; Rogers, Faith [Rogers.Faith@epa.gov]; McGrath, Shaun
[McGrath.Shaun@epa.gov]; McClendon, Marcus [McClendon.Marcus@epa.gov]; Niebling, William
[Niebling.William@epa.gov]; Brown, Tristan [Brown.Tristan@epa.gov]; Goffman, Joseph
[Goffman.Joseph@epa.gov]; Kukla, Alison [Kukla.Alison@epa.gov]; Woods, Jim [Woods.Jim@epa.gov]; Juarez,
MariaElena [Juarez.MariaElena@epa.gov]; Dunkin, Ann [Dunkin. Ann@epa.gov]; Conger, Nick
[Conger.Nick@epa.gov]; Sublett, Stacey [Sublett.Stacey@epa.gov]; Rennert, Kevin [Rennert.Kevin@epa.gov]; Enck,
Judith [EnckJudith@epa.gov]; treynolds@who.eop.gov; Aguirre, Amanda [Aguirre. Amanda@epa.gov]; Shenkman,
Ethan [Shenkman.Ethan@epa.gov]; Zito, Kelly [ZITO.KELLY@EPA.GOV]; Burke, Thomas [Burke. Thomas@epa.gov];
Enobakhare, Rosemary [Enobakhare.Rosemary@epa.govl; Gebhardt, Jim [Gebhardt.Jim@epa.gov]; Smith, Kelley
[Smith.Kelley@epa.gov]; Hicks, Javoyne [Hicks.Javoyne@epa.gov]; Hunter-Pirtle, Ann [Hunter-Pirtle. Ann@epa.govl;
Blumenfeld, Jared [BLUMENFELD.JARED@EPA.GOV]; Cobbs, Chris [Cobbs.Chris@epa.gov]

CC: Shapiro, Mike [Shapiro.Mike@epa.gov]

Subject: RECORDS MANAGEMENT DAY
Attachments: EZ Email for_Outlook.pdf; Email_Records Management.pdf

Start: 3/25/2016 4:00:00 AM
End: 3/26/2016 4:00:00 AM
Show Time As: Free

Good afternoon everyone,

It goes without saying, records management is a vital part of the EPA’s commitment to transparency and is a
responsibility we all share. That is why | am asking that we observe this Friday, March 25th (this Friday), as a Records
Management Day and set aside a few hours to manage our gmail records. Email records from Microsoft Qutlook and the
Microsoft Outlook Web Application {OWA) can easily be managed using the EZ Email Records tool. As we all know,
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failure to identify and manage email records can result in the loss of federal records. Emails identified as federal records
must be properly filed in agency recordkeeping systems.

In addition to preserving records, if you are subject to Freedom of Information Act requests or litigation holds, you are
not permitted to dispose of any non-record materials until the requests/holds are complete.

As you work on this effort — whether it is on Friday or in the future — and have questions about records or your
responsibility in managing records, please contact your racords liaison officer (RLO). Your RLO coordinates with the
National Records Management Program and is your first resource to assist you with records management policies and
procedures.

For more information about the EPA’s National Records Management Program and upcoming records management
activities, please visit hitp:/firtranst.epa.sov/records. You'll find resources there like the “What is a Record” tool
(hitp:/fervew epa.gov/records/whatis/index hitm), to help you decide whether a document is a record.

Thank you very much for your support of our efforts to properly manage EPA’s records — | encourage you to spend a
little bit of time on Friday taking on this challenge.

Thanks.
Matt

Email Records Management.pdf EZ Email for Qutlook.pdf
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